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Guideline – 1099-Adding 1099 Information To Existing Vendors 
 
Navigation: Vendors>Vendor Setup/Maintenance>Vendor Information 
 
Instructions -   

 
1. SetID:  SHARE 

 

 
 

2. Find the vendor. 
 

 
 
3. Make sure the withholding check mark is checked. 

 
4. Click on the location tab. 
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5. Find the location that you would like to add the 1099 information to. 

 
 

6. Click the plus button to add an effective dated row.   
 

7. Back date the location back to January 1st of the current year. 

 
 

8. Click on the „1099‟ link. 
 

9. Complete the next page in the following manner: 
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10.  A couple of things need to be addressed.  

 The                                            must be checked for one of the „Default 
Classes.   
 
This check mark does not default in. 
 

 
 

 A vendor may have more than one „Default Class‟ but only one „Default 
Jurisdiction can be checked.  The system will allow more to be checked but when 
it comes to the vouchers/payments there will be problems with the 1099 
reporting.   

 
 

 An address must be identified to print on the 1099.  Normally the address 
attached to the default location will populate here.  If that is not the address 
identified by the vendor on his paperwork (W-9, applications, invoice, etc.) please 
make sure this information is attached to the correct address. 

 
 

11. Click  
 

  

‘Default Jurisdictions’ 
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12. Once you have returned to the location page please enter in the following in the 
comments: 

a. What was done 
b. Why is was done and the documentation authorizing the change 
c. Who did it 
d. The date it was done.  Example:  “3-27-07 – Vendor submitted W-9 with 

TIN for reporting.  BH/OMB” 

 
 

13. If you should have received a W-9 from the vendor, please record the receipt of 
the paperwork in the following manner. 

 
Return to the Identifying Information tab.  Click on the                                                  
lin 

 
 

14. Enter ORG TYPE in the Source. 

 
15. When selecting the Gov Class, which is a description of the ORG TYPE use one 

of the following:  This information should come from the W-9. 

Government Classifications Link. 
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09 ORG TYP OT - Corporation 

13 ORG TYP OT - General Partnership 

22 ORG TYP OT - Incorporated Non-Profit Organization 

14 ORG TYP OT - Individual (non-business)(disregarded entity) 

16 ORG TYP OT - Unincorporated Non-Profit Organization 

18 ORG TYP OT -Individual/Sole Proprietorship 

 
16. The receipt of the W-9 now needs to be recorded. 

 
 
 
   

 
 

17. Record the following information to this page: 

  
 

 

 
 

18. The expiration date entered here should be 5 years from the date W-9 was 
signed.  W-9s need to be renewed every five years. 

19.  Save the vendor. 
 

20. Hold on to the paperwork until VRO requests it to be sent. 
 

To create a new Government Source click on this 
plus button. 
 

Select W9 here. Enter the expiration 

date here. 
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Feel free to contact the Vendor Registry Office at spovendor@nd.gov for help or 
guidance in entering or updating vendor information.  The Vendor Registry Office will 
research the information, take the appropriate action and respond to your inquiry in a 
timely manner. 
 

mailto:spovendor@nd.gov

